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Employee Self Service (ESS) Portal 
 
 

Reviewing Pay Stubs 
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1. Click [Benefits and Payment] 
 Can be accessed from Overview page 
 Can be accessed from Toolbar on any ESS page 
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2. Click [Salary Statement] 



COSA Time Administration    
ESS Portal 

 Page 4 of 7 Last revised 9/14/2011 

 
 
 

3. Current pay stub appears 
 COSA logo now displayed on check 
 Employee name now displayed on check 
 Employee number still appears on check 

 
4. Move right side Scroll Bar to view more of the pay stub 
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Viewing Previous Pay Stubs 
 

 
 
 

1. Access pay stubs inquiry page 
 
2. Click [Previous Salary Statement] to go back one pay stub at a time 

 Pay stub history is kept as far back as October 2004 
 

3. Click [Next Salary Statement] to go forward one pay stub at a time 
 

4. Click [Show Overview] to see a list of all pay stubs available for viewing 
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5. Open [Display the Last:] drop down list to access all available pay stubs 
 
6. Highlighted box and line designate the pay stub that is displayed for 

review 
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Printing Pay Stubs 
 

 
 
 

1. Access desired pay stub to print 
 
2. Click [Printer Icon] on the PDF tool bar 

 
3. Print confirmation window appears 

 Verify desired printer location 
 If needed, change printer location through drop down list 
 

4. Click [OK] 
 
 


